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The Workplace Literacy Project resulted from a Department of 
Education grant, plus in-kind contributions from a partnership with 
General Motors Inland Fisher Guide Plant, Princeton Plasma Physics 
Laboratory, and St. Francis Medical Center. The project is an 
attempt to find solutions to the growing "skills gap" in industry 
today. More than 25 million Americans cannot read the front page 
of a newspaper. In addition, workers whose average ages are 
rising, must produce in a technological environment that may not 
have existed when they began working. This lack of knowledge makes 
it difficult to compete in a technologically changing workplace. 
Moreover, an increasing nximber of immigrants have entered the 
workforce with limited English communication skills. In response 
to this growing need, the Federal government provided a grant to 
Mercer County Community College and its partners to develop ways to 
enrich and expand employees' basic workplace knowledge. The aim of 
the project was also to improve the self-esteem of the 
participants . 

Support for the projec*- was solicited from all levels of 
company management and the unions. In addition, an advisory 
council, comprising key management and employees from each company 
determined the design, goals, and time-frame of the project. Each 
company provided a liaison person from their site, and MCCC hired 
a director to manage the program. Employee release time for 
classes was site-specific. 

Participation in the program was voluntary. Information about 
classes was disseminated through company letters, flyers, union 
notices, notices included with paychecks, and open forums with 
supervisors and employees. 

The ABLE test was used for normative pre and post testing. 
Other types of evaluations varied from course to course. MCCC 
counselors met with each student to discuss present and future 
educational objectives . 

Courses were offered in reading, business writing, math, 
science, and English as a Second Language. In addition, there were 
workshops in problem solving, stress management, and other work 
survival skills. The curricula for the courses were customized for 
each worksite to be as job focused as possible. 

It is our hope that this program will serve as a model for 
other organizations to empower their employees with the skills 
needed to succeed in the changing technological workplace, today 
and in the future. 



COURSB OUTLINE 



BSL -LEVEL 2 - FOR HOSPITAL STAFF 

Course designed to improve the English speaking and reading skills 
of hospital housekeeping and food service staff. The curriculum 
focuses exclusively on skills needed to communicate effectively on 
the job. Lessons include vocabulary, grammar, form completion, and 
role playing. 



OBJECTIVES 

Upon completion of this course, students will be able to: 

o Communicate effectively in English with patients and 
staff 

o Read information needed to perform job effectively 
o Complete forms correctly 

o Report information to supeirvisors and patients 



TOPICAL OUTLIITE 

o Understanding and applying directions 

- hospital signs 

- names for places/things 

- numbers 

- locations 

- sequence 

o Patient relations 

- greetings and small talk 

- requests 

- time phrases and real time 
o Unde rstanding fo rms 

o Reporting information 



OTHER 



O 



24 hours 



SFMC/MCCC WORKPLACE SKILLS PROJECT 
HOUSEKEEPER /DIETARY CURRICULUM 



Goals of Englis h as a Second Lanauaoe Program : 

1. Understanding and applying directions 

2. Patient services and communication 

3. Completing formo 

4. Reporting information 

Method: 

Oral communication and role playing situations 

Communications needs: 

Housekeepers need to communicate with: 



♦ VP General Services - 

♦ Chief Supervisor - 

♦ Supervisor - 

♦ Immediate Supervisor 

♦ Senior Housekeeper 

♦ Co-workers 

♦ Patients 

♦ Nurses 



Dietary need to communicate with: 

♦ Chief Supervisor - 

♦ Supervisor - 

♦ Co-workers 

♦ Patients 

♦ Nurses 



Authority (from low to high) 
i Unit Supervisor 

♦ Kitchen Manager - Lillian Deason 

♦ Assistant Director - Rich Dello Bueno 
4 Director - Mike Manning 
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LEVEL ONE: 

Curriculum Outline 
Understanding and Applyin g Pirection.c; - 6 hours 

♦ Expectations 

1. Recognizing Hospital signs 

Vocabulary - Proper names for places/things 

2. Recognizing room numbers 
vocabulary - Cardinal numbers (873) 

3. Going to correct locations 

Vocabulary - Ordinal numbers - first floor, ground 
floor 

4. Putting items in correct place, or doing tasks in 
sequence 

Vocabulary - first, last, middle, in front of, 
behind, over, under, between, etc. 

XI^ Patient Relations 6 hours 

♦ Expectations 

1- Greetings and small talk 

Good morning, , i am , your 

housekeeper for today/or I have your lunch 
Weather-it is hot today 
Proper titles 

Mr. , Mrs . , Ms . 
Have a nice day 

Personal identification - My name is 

2 . Requests from patients and supervisors 

Implications of present , future, questions 
form of expression 

May I come in? 

May I clean your room nov;? 

Go to Room 324 next, later, after, 

etc . 

Could I have some water? 

(medical rational for negative 
answer) 

How long have you been {perfect 
tense) 

3. Understanding time phrases (approximate time - 
present and past) 

In ten minutes 
In one hour 
Later 
Soon 

4. Real time (for time clocks and time sheets) 

Months, days of week, hours and minutes 
- discharges are ^ 12:00 - not about 12:00 
Meals on Wheels at 10:30 



Understanding forms 6 hours 



♦ Expectations 

1. Use actual forms to translate information 
Work schedule 

menus 

vacation request 
late tray signs 
truck logs 
memos , etc . 

2. Understanding pay stubs 

Calculate hours worked, difference in pay for shifts 

3. Interpreting work schedules 

days off 
time off 

where to be when 
reading charts 

4. Time clock 

Press A (arrive), press enter 
Press D (leave), press enter 

Reporting Information 6 hours 

♦ Expectations 

1. Calling in sick or late - providing complete, 
accurate information 

-Syotem - person calls in one hour before to be paid 
(dietary, or after 6 am (Environmental Services S 

2. Reporting repairs 

3. Feporting patient requests 

4 . Accidents 
Vocabulary 

Be careful 

hurt, pain, rash, swell, bleed 

5. Safety issues 

Fire extinguisher, chemicals, infection controJ , 
wet floors, gloves and mask 

- Fire hose types: A=universal, B=grease fire, 
C=electrical 

6. Emgergency Evacuation signs 

Map reading, universal symbols = stairs, doer, fir^- 
extinguisher 
6. SS#, Telephone # 
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vocabulary 



Identify supplies - visual, oral and written 

Housekeeping 

batteries / charger 

beds 

bags 

basic cleaning 
basket 

bath and tub 

buff machine 

caution wet floors 

colors - black (patient trash cans) 

blue (linen and soiled and contagious) 
beige and gold (for cleaning cart) 
green (confidential - burn contents) 
clear ( recycling) 

8th floor psych floor - colors: 

blue- isolation - respiratory 
X=wear mask 

gold-reverse isolation-burn patient 

yellow-contact isolation 
colors - purple (floor stripper) 

white (wax refinisher) 

blue (Windex) 
Uniforms - blue and white- seniors who want to 

supervisors 

" gold (cleaning) 
complete cleaning 
cor, corridor 
do not throw out 
dust floor 
gloves and mask 
green-red=saf ety 
keep 

lav, lavatory 

lunch 

mop 

non-patient 

ob/gyn 

patient 

patient bedding 

pt. rm. lav. = patient's room lavatory 

recycling 

soap 

smoking lounge 
stairs 
stairwell 
storage room 
stripper 



visitor * s 

Thor 

trash 



lounge 



Vocabulary 



Federal 

gross pay 

holiday 

insurance 

meals 

net pay 

overtime 

regular 

shifts 

sick 

State 

totals 

uniforms 

vacation 

vacation 

weekends 

YTD 

time and a half 

Dietary 

all cans and plastic only 

cart 

caution 

cereal , specific types 

condiments - specific types , including salt and 

salt-free 
danger 

fire extinguisher 

food items-breakfast, lunch, dinner 

glass 

hot 

no loose trash 
pitcher 

pull in case of a fire 
recycle only 

silverware - knife, fork, soup spoon (tablespoon), 

teaspoon 
toast , breads 
trash bags only 
tray 

wash your hands before handling food 
wet floor 

^0 



ERIC 



Shifts: 



8-4:30 - patient services- 
contact with patients 

6 am - 2:30 pm - general services (offices) 

2-10:30 general services - floor, discharge ^ emergency roorof. 




ERIC 



7 a 



ESL - Level II 



Lesson: 1 

Lesson Objectives: 

Upon completion of this lesson students will be able to: 

1. Correctly identify hospital signs, 

2. Correctly identify room numbers. 

3. Correctly identify colors. 

4. Greet patients, co--workers, and supervisors. 

5. Relay simple information to patients, co-workers, 
supervisors . 

6. Ask simple questions. 



it 



Le sson 1 

Vocabulary: Vero tenses: role p\ays 

Hospital signs simple present greetings 

Colors simpie i nfi 

ftoom Humoers 



FOPKi: Project Assicnment Sheet Room numbers 
Q/A 

Wnac uoerz cms giqd mean? It means 

What. f;oIor is this sign? It is 



Wh a t r oom is this? Th i s is r oom number 

IS this room ^ or # ? 

Yes- it is. i>lo, it i sn t • 

Reaomg ot room numbers: 

.123 can be reao as "one, twenty tnree* or 
• one hundred twenty three ' 

47Q can De read as "four, seventy nine' oc 
"tour hundced seventy nine- 

i06 — can be read as "one, oh six" vi 
c^np hundred six*' 

cootioue witn other examples 



6reet Ings: 

Hello, my name ; s , 

I am , your nouseKeeper. 

i'jy name i s • ana I have yowi lunch, 

liood morning / good afternoon - gooo evenintj 
Have a nice aay 

K'eview of proper titles: Mrs,, Mr,, H^v . 

Role plays: 

'Heilo. ^'Ow are you today?" 
* "Fi ne. and you?' 
'Just fine, thanks. 

-"'Hello, how are you dc^ng today?'* 
--"Not too oad. What aoout you?" 
OKav , " 

Relaying simple information: 

My name is , 



My teiepnone number is 

Mv social' security number is 

A^^king simple c^uestions: 
What is your name? 
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What U-; vouir reiephone number? 

Whac is your social security number.' 
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ESL - Level ii 



Lesson: 2 

Lesson Objectives: 

Upon completion of this lesson students will be able to: 

1. Correctly ask for directions to locations in the 
hospital . 

2. Go to correct location when given directions. 

3. Give directions to locations in the hospital when asked. 

4. Use ordinal numbers to identify floors of the hospital. 

5. Ask questions containing possessives. 

6. Correctly use simple present tense and command forms. 

7. Correctly ask, give, and follow directions involving 
where to place items. 

8. Follow a hospital map. 

9. Demonstrate understanding of a trayline assignment sheet. 



VocdDu 1 acy 
care items 
menu items 



verb tense: 
simple present 
commana form 



roie pi by 
Q i V i no en 
asKing ai 



orainal numbers 
possess! ves 

Ordinal numbers: first, second, thira, ecc. 
Practice use of ordinals with floors: 
We are on the thira floor. 

FORMS: hospi^:al nap, tray line assignment sheei: 



Directions -vocabulary with prepositions: to the ieft/rign 
straight ahead, around the corner, down th'^^ hail, upsrairs 
downstairs, across the hall, elevator, get in/get out of, 
stairs, 

0/A 

Where is the elevator? 
Where are the stairs? 

On which floor do you get into the elevator? 
On which floor do vou get out of the elevator? 
Do you take the stairs or the elevator? 

Possess I vesrrRV book, mine: your book, yours: etc. 

0/A 

Is this my pen or your pen? 
Is this mine or yours? 
Whose pen is this? 

More complicaced directions with possessives: 
Where is the unit clerk* s desk? 
Which fioor is Dr , Smithes office on? 
Where is the men's room? 

Role Plays: Asking and giving directions 

"-"Excuse me. Where is the elevator?'* 
— "It s straight ahead and to the right." 
--•'Thank you." 
" - " You 're we i come . 

--"Excuse me. How do I get to the cafeteria?" 
--"Go downstairs to the first floor." 

Thanks. 
--"No probl em. " 



Which floor are we on? We are on the 
Which floor is the on? 
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•'Excuse me. Which way is Dr, Camp s oft ice?' 
"I'm sorry. I oon t know. Ask at cne aesK," 
"Okay, Thanks, 
"You're welcome," 

"Where do I put the orange iuice?" 

'Put it next to the plate, to the lert." 

"Where do I put the soup?" 

"Place it next to the sandwich, to the right," 



2,2 
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ESL - Level il 



Lesson: 3 

Lesson Objectives: 

Upon completion of this lesson students will be able to: 

1. Correctly use placement prepositions. 

2. Correctly follow sequence commands. 

3. Correctly use an environmental services checklifcst, 
tray assignment form, and a quality control check sheet 



Vocabu 1 dry : 
Preposi t ions 
( p I acement ^ 
Sequence: first 
Before- after 



IdSt 



Verb tenses: 
simple present 
command form 
pres . progr , 



role piays; 
quest Ions 
of seq. 



Vocaouiary: next to, in front of- behind, oetween. across 
from, under, over, on, etc. 

FORMS: Environmental services checklist, cray assignments, 
quality concroi check sheet 



0/ A 

Where is the cleaner? It is next to the orusn. 

Where is the brush? It Is on the cart, behind tne bottie 

Is the cleaner in the closet or on the cart? 



Sequence/Commands phrasal verbs: take X from Y, put X bacK, 
take X off, put X on, put X away, place X, put X, remove a 

Comniands : 

Put X on the cart- Take X from the cart- 




Q/A 

What are you doing? I am putting X on the cart. 



Time words: now, before, after, first, last, tnen 

Directions: First put the cleaner on the cart, then taKe 
the brusn off of the cart- Last, put the crush oacK on the 




FORMS to be used: Quality Control Check sheet- Tray 
Assignment sheet 



Role Pi ays: 



--'Where do I put the milk?" 

--"On the cray. next to the plate.'' 

Okay . thanks, 
--•'You're welcome," 



---"What are you doing now?*' 
--M m putting the products on the cart." 
--"Are you putting the products away?" 
--"No. I'^m not - " 



--"Do I vacuum or dust first?" 
--"Dust first, then vacuum-" 
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--"What ao I ao first?" 

— "Dust first, then vacuum." 



Role play: 

--■Are you putting the plates away?" 

--■No, I'm not, ■ 

--■When do you put them away?^ 

— ■! put them away after I clean them. ■ 



zo 



ESL - Level II 



Lesson: 4 

Lesson Objectives: 

Upon completion of this lesson students will be able to: 

1. Ask and answer questions involving real time, 

2. Fill in time correctly on worksheets. 

3. Correctly use the simple past tense in sentences. 

4. Use correct terms for asking permission and making 
requests . 

5. Demonstrate understanding of simple requests made by 
patients and supervisors. 



Lesson U4 



Vocabulary: Verb tenses: Roie pi ays: 

real time 

simple past permlsslves ana 

(did and requests 
was) 



T ime vocaou i ary : aays, months, a imost , exact i y , a,m, . p -rru . 
noon, midnight, at night, in the afternoon/morning, on the 
v;eeKend, during the week, ago, last weeK/month/year • 
seasons, orainais with dates, 

FORMS: worksheet, iate tray logs, schedules (simple 
schedules at first) 




Pasi: Tense: 

I cleaned this room yesterday, out I aidn't ciean the 
other room, 

I put the sugar on that tray, but I didn't put salt 
on it, 

I saw Mr, Jones three days ago. 
She watched T,V, last week. 



Q/A 

What's the date today? Today is August 23. 1991. 

What was the date yesterday? Yesterday was Aug, 22, 1991 

Is today Monday or Tuesday? It's Tuesday. 

Was yesterday Monday or Sunday? It was Monaay, 

When did you see Mrs, Lewis? I saw her two days ago. 

How long ago did you see her? I saw her two days ago. 

What did you do yesterday? I dusted the rooms. 

Review of prepositions (for time use): 

I worK during the' week, but ncjVon the weekena. 

We celebrate Christmas on December 25th. 

We celebrate Christmas In December. 

My Dirthday is in tne fall. 



Permissives and requests: 

May I? Can I? 



Roie plays: 
--"May I come in?'' 
--"Yes. come right in," 



--"May I take your tray?" 

* Yes . thank you , ' 
- - " You re we 1 come , " 




— 'May I have some water?" 
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"Let me call your nurse for you,*' 



**Can I have some Ice cream with ainner?* 
"Let me get your nurse for you.'' 

"Could you open the window?" 

"I'll get your nurse for you, okay?** 

"Thanks a lot . " 

"Could you give me that magazine there?" 
''Sure. Here you are." 
"ThanKS a lot . " 
"Don''t mention i t . 
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ESL Level II 



Lesson: 5 

Lesson Objectives: 

Upon completion of this lesson students will be able to: 

1. Use and understand time phrases such as "in ten minutes". 

2. Correctly relay information concerning illness. 

3. Correctly use simple future tense in sentences. 

4. Correctly use the causatives let and make. 

5. Correctly ask for time off, 

6. Correctly complete overtime, time sheet, and worksheets 



Vocabu 1 

time expressions 
sick express 1 on s 



VerD tenses: 
simp 1 e future 
causae i ves 



Role P\ays: 
askJiog for 
tirne ott 

C3>1 I J HQ I n 



I et/make 



si CK 



Vocabulary: tn 10 minui:es, L hour from now, soon • next, 
next week/rtxuntri/veekenci/- year , after; have a heaoacne, 
sr.om^che 3che. I9ackache: have at cold, the flu C influenza, 
have a fever, take your r.ernpf=*rature 

FORMS: overtime, time sheet, worksheet 

S imp if:* future tense: 

l will go to room ^^b nexc. 

I U/iH Work, next: ween: , but i i i no*: v;{jrk oevt v<y^Jceodl. 
We wor^^t puc tne saU on those crays. 

Where will you go alter you ciean chis room; 

I will go to tne next: room. 
When Willi you pick up the crays? i wiM pick them 

up soon . 



CaU'Sdf if ves : 

My -supervisor iet:s me eat lunch in tne caret. i a. 
Wy s^jpecr-JSOt makes me come to work on time. 
/ doo* f \ei the paiiients move the cart, 
I dbn*t mafce tne auaro wait for me. 
Fizza makes me sick. 

Let me know if we can take the trays away, 
I'll let you Know when the next holiday is, 

0/ A 

Does working make you tired? 

Wii\ the tloctors iet the new patients exercise; 

vVnat mfikes you sic^:? 

Who let you know about the party? 



Phrass^l vecos: rake off. oe ort. have oft. caii i n s.^f. 
pick up, or op orf 

Whpn will you pick up the garbage oags? l^'ll p:CK chem 

up in ane hour , 
Win you have Auoust 3Gtn off? Yes. I wi i i . 
Will you t.:iKe oft your birthday? No, I won>'i. 
Because I have a neadacne. I wj ] i cal: in sick. 
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Role Plays: 



"Hello, this is . i am caliina in sick today. 

— "Are you okay?" 

— "No, I have a headache and a fever.' 

— "Okay, 1 11 let your supervisor know. Take care.'- 

— "Thank you," 

--"I want to have some time off this weekend.'* 
— "How about Saturday morn i no?" 
—"That will be fine. Thanks'" 
" Sure." 



CO 



ESL - Level xi 



Lesson: 6 

Lesson Objectives: 

Upon completion of this lesson students will be able to: 

1. Correctly relay Information using frequency and duration 
time words. 

2. Correctly use the present perfect tense in sentences. 

3. Correctly complete a time sheet. 

4. Correctly complete staff check in and out procedures. 

5. Engage in simple small talk not directly related to work 
r espons ibilltles. 



Lesson #6 



Vocabu i ary : 
frequency time words 
duration time words 
this week etc. 



verb tense: 
pres, perf. 



roie pi ays: 
check ing 1 n-^ out 

with time ciock 
srna i 1 t a i k 



Vocabulary: ever, lately, frequen*:ly. recently, already, 
yet. so far, th i s week/month/year . since, for. regular time, 
overtime, time and a half, compensation time 



FORMS: Review of time sheet chow many hours have I workeor) 



Preseni: perfect: 

I have workeo three aays this week. 

So far, I have cleaned 10 rooms. 

We nave never been to the train station, 

I have already put the milk on the trays. 

Have you cieaned tnis room yet? Yes. I have. 

Have you picked up the trays yet? No, I naven't. 

Have tney ever visited the third floor? No, tney navent. 

Have you ever visited NY? Yes I have, 

(When aid you go?/I went) 
How long have you worked here? I have workea here for 4 
months. 

How long nas she worked here? She has worKea nere since 
1990, 



Pole plays: 

--"How many hours have you worked this week?" 
--"I have worked 45 hours this week." 
--'You are ellgiole for overtime." 
--'Great, Thanks for telling me . 

--"Have you checked in yet?" 
--'Yes. I have.' 

--"How do I check in?'" 

--'Push A when you arrive, and D when you aepari . ' 
--'Let me see if I ve got this straight, A for arrive, 

ana D for depart , *' 
-- 'That' s rignt . " 
-~ • Okay, thanks. " 

Sma il taiK roie piays: 

---"Have you ever oeen to Philadelphia?" 
--"Yes. I have." 
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--"When did you go?" 

went a month ago," 

— "Have you seen the weather today?" 
--"Yes, it-'s very nice / cold / hot,"' 



Contrasting pres» perf, and simple past: 

— "Have you seen any good movies lately? 
--"Yes. I have," 

--"Oh really? What did you see?" 

— "I saw " 

--"Did you 1 ike ~i t?" 

— "Y'es. I thought it was 
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ESL - Level n 



Lesson: 7 

Lesson Objectives: 

Upon completion of this lesson students will be able to 

1. Use superlatives in sentences. 

2. Fill out bank deposit and withdrawal slips. 

3. Understand information included on their pay stubs 

4. Complete a checkout record. 

5. Use the passive voice in sentences. 

6. Ask opinion questions. 
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Lesson 



Vocabu 1 ary : 
super i at i vefs 
pay stub vocao. 
bariK. vocab. 



verb tense: 
passive voice 



vol e pi ays : 
u about stub 
asKing for 
op i n i on 



Vocaoau i ary : aeductea. week i y/month i y. year i y . FlCA, Feaeral 
taxes, state raxes. IRS. to fiie a return, aeposlt. 
wi their aw. si ip. account . by C c ime word) vs. unv i i . dv caoeni: 
i nd 1 ca ^ or- ) . ondorse . 

FORMS: pay slub, checkout record (bed sheer). oanK terms 

Phrasal verbs: take out. put in. drive up. v'a i k up. ureaK 
dowq, aod up. set up. fiil out, look up 

Passive voice: 

The beds are made by 3:00 p.m. 

Dinner is served until 10:00 pm. 

Breakfast is not served until 7:00 a.m. 

The menu is broken down into 3 areas. 

My salary is added up at the end of the year. 

Taxes are taken out for every paycheck. 

The form is filled out in pen. 

With agent: 

Dinner is cooked by the people in the kitchen. 

The beds are made by the environmental control staff. 

Our schedules are put on the board by our supervisors. 



How much is taken out every month? 

How ofren is the garbaae taken out? 

Wnen are the hours written on the shedule? 

Are the rooms cleaned oefore or after the Pc^eni leavesv 

Is the time clock set up near the entrance? 



Bank role pic-ys: 

I want to make a deposit.^' 
-•"Fill out this form and g] s/e it to me wi rh vour check . - 
--'Where do I sign this form?" 
— At the bottom. * 



--"I want to make a withdrawal." 

--"Fill out this form, and put your account number there 
--"Here you are. " 

--"How would you like this? Big bills or small bills'?" 
--"Two twenties and a ten, please." 
--"Here you go. " 



Q.A 
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-- ••Thanks, '* 

--"I want to cash this check , 
--''Did you endorse it?'' 
--"Yes, I did," 

--"Do you have an account here?'' 
--"Yes. but I don't remember the number, 
--"No problem. v;e can look it up." 



Superlatives: more, the most: less, the least: gooa, 
better, the oest : bad, worse, the worst 

You are taller than I am. He is taller than vou are. 
the tal lest person in the room. 

Dusting is more aifficulc vhan vacuuming, bui cleanino -ne 
windows is the most difficult. 

Staying in a reguiar room is less expensive tnan sraying i 
a private room. 

The breakfast trays are the least heavy, out ihe ainner 
trays are the heaviest. 

Small talk role plays: 

— "What is the best restaurant in Trenton?" 
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Lesson: 8 

Lesson Objectives: 

Upon completion of this lesson students will be able to: 

1. Ask for and relay information concerning the duration of 
actions. 

2. Correctly use causatives in sentences. 

3. Report equipment breakdowns. 

4. Understand information concerning special project 
assignments . 

5. Ask, answer, and understand information concerning cycle 

schedules . 



.1 



ERIC 



Vocabulary: verb tense: roie pi ays: 

repair Vvocab, causatives repoctinq 

it takes X to do Y oreaKoowns 
r. i iTif- woe ds 

Vocabulary: machinery (specific names for macnines). 

repairman, serviceman, cycle, have trouble with, out of 

order, usually, only X time, once, on 1 y X minutes 

FORMS: special pro.iect forms, cycle schedule 

Time: expression of duration of action 

It usually takes 2 hours to clean all of the rooms. 

It took me 2 1/2 hours yesterday. 

It wi i 1 take me only 2 hours today, 

it has taken us 3 hours to read the paper once. 

It will take longer to read it two times. 

ih'fs 

How long does it take to ? 

Ooes it take longer to or to ? 

Which takes the lonaest? 



oausat i ves : 

We get the machines fixed every week. 

We get the repairman to fix the machines every week. 

1 have the nurse oring the potient water. 

i have the water brought to the patient Cby rhe nurse; 

0/ A 

How often do you get your hair cut? 

Who do you get to help you with tne cart? 

When do you have the trays ready? 



Roie plays: reporting breakdowns 

-—'The vacuum cleaner is broken. It needs to be fixeo," 
--"What's the problem?" 
--"Its making a funny noise." 

--"Okay. Thanks for letting me know, T' 1 1 get it rixed, 

- - " 1 th ink the e I eva tor is out of order , " 
--'It was working this morning," 
--"Well, it isn t worKing now," 
--'Let me call the maintenance people." 

■-■'The light in morr. t?775 isn t working," 
--••Does it r.eed a new oulb?" 
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--"No- I tried that . " 

— "It must be something else. I'll have i r. repairea 

Role plays: special projects 
--"We need to have the floors mopped." 
--"Okay. Let me finish this first." 

--"We need to get the beds made by 3:00." 
--"No problem. Tm almost done." 

--"I will get you to deliver the late meais comorrov; 
--"Okay. Thanks for jetting me know." 

Role plays: cycle schedules 
--"How often ao we get the floors cleaned?' 

— 'We get them cleaned twice a month.'* 

--"How often are the menus changed?*' 
--"The menus are changed every month." 
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Lesson: 9 

Lesson Objectives: 

Upon completion of this lesson students will be able to: 

1. Understand information given on a daily inspection 
report . 

2. Correctly report information and requests from another 
source. 

3. Correctly use the past perfect tense in sentences. 

4. Correctly use quantitative vocabulary in sentences. 



L essori fry 



VocfiDu i ar y : verD censes: co\e plays: 

quantitative repta speecn report i no requests 

vocaD. past perfect reporting speech 

Vocaouiary: some. any. none, ail of. some ot , none of. most 
of. the rest of, a lot. a little, a few: fewer vs, less; oy 
the time. 

FORM: D3^ily inspection report 

Reported speech: 
"Do you have any tissues?" 

What did sne ask you? She asked me i f I HAD any 

t i ssues . 

'Where is the unit clerk's desk?" 

What did he ask you? He asked me where the unit cierk s 
aesk WAS. 

'How often do clean the trays?" 

What did he ask you? He asked me how often i cieanea 

^he trays. 



Rep';r t i no Q/A 

Dia sne ask you if you made the beds every aav? 

Yes. she aio. 

What did you teii her? 

: tola her that 1 maae the beds everyday. 



i'ost Perfect : 

By rne lime I came to work. I had eaten oreaKrasr. 
When I tinished cleaning room #5r* I had maae the bed. 

0/ A 

Haa i:he nurse visited the patient by the time you saw nim? 
*i>-j. :5ne had. 

H^o the patient finishea eating by the time you came ro ta^e 

he r. rov? 

'io . ne hadn ' t . 

How maiiy raeaic' had you served by the time your cart oroKe 
1 had served iO meals by the time my cart broke ctown . 



Kepcrreo 5peecn usmu past periect 



^ BEST copy AVAILABLE " 



"Did you put away the aetergent oefore he came?' 
What aio she ask you? She asked me i t I haa put rne 

detergent awav oerore he came. 

"Hew many times did you check tne menu?" 

What did he ask you? He asked me how many times 1 noo 
checked the menu. 



Role plays: 

"The patient asked me i f I knew where tne aoctoi wci 
"What did you tell nim?" 
— "i told him tnai: I didn't know wnere rhe doctor v/as 
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Lesson: 10 

Lesson Objectives: 

Upon completion of this lesson students will be able to: 

1. Correctly use modals in sentences • 

2. Ask for, give, and follow instructions concerning 
hospital procedures, 

3. Understand vocabulary related to properly sorting and 
disposing of garbage, 

4. Understand information on a task schedule and an 
observation worksheet. 
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Lesson #10 



VocaDu i a.ry : 
Btivice words 
recyc i i ng ana 
Qdroaqe 



verD tenses: 
moda i s 



ro ] e pi o.ys : 
ae.K 1 no ana 

giving advice 
mod3i 1 i r, ; es 
sma i I t a i K. 



VocaDu iary: throw out. get rio of. keep hoi a or. dispose 
or. take (accept), x.ucn down, put out, picK up. om 



FORMS : 



cask schedules, observation worKsne?:?i: 



Moda i s : 
to. to 



can . may , 
be abie to 



shou 1 d . must . have to, ougnt \:o . supposea 



1 can urive a car. but I can t drive a truck. 

it OMv rain today. 

We should carry an umbrella. 

They shouldn't put so much garbage ir. that Dag. 
I mUsSt lock the closet when I leave. 
I mustn't smoke in tne patient's rooms. 
1 have to take the late meals to floor #6. 
I don t nave lo be back until 4:00, 
We ought co check tne cycle schedule. 
I am supposed to put the condiments on the trays, 
j am not supposed to chrow out the giass boct»es: i am 
supposed to recycle them. 

O/A 

Wnar snouia I p^^t on my cartv You should pui 

Where shou i a i get r i d of these plastic bott. lesv 

get rid ot them in the recycling oin. 
How ore en can I v/ear these ruboer gloves? You can 

them on 1 y once . 
Do i have to ccme r.o work on time? Y'es. you ao. 

i^'Iooa ! s witn vary ma verb tenses: 
; w ij i have to ao X . 
J won t have to ao Z . 
i had to do Y'. 

I nave had to do Z three rimes this week. 

we w i i i De able i: o do Z . 
We were able to do Y. 
Sne wasn't abie to do X on time. 
1 have never been able to do X. 

ye^^ecd^y. I couio have done Y. 
fc.ast v;eeH.end. I cuuidn^t have done Z. 
I -shouid have done . 



r ou 



we 



:jn i r 
snou 



o 
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BEST COPY AYAatBLE 



Role plays: 



-'-"Wnere should I put this cleaner?" 

•~~"You shouia put ir in the closet," 

— 'Do I have to i ock the closet now?" 

--"No. not now. But you will have to lock it later. 



--"Could you have tinisned all of the menus yesceraay? 
■--"Yes, I could have," "No. I couldn't have," 



--"He had a headacne. What should he have t^iken 
— He should have taken an aspirin," 

--"He has a h i qh fever. What snou 1 a he ao?" 
--"He should go to the ooctor," 
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Lesson: 11 

Lesson Objectives: 

Upon completion of this lesson students will be able to 

1. Correctly relay information concerning accidents. 

2. Correctly use reflexives in sentences. 

3. Understand patient related forms. 

4. Warn people about potential dangers. 



42 



Lesspn #11 



Vocdibu I ary : 
acci dents 

potent ia i acci denes 
ret 1 ex i ves 



verb tenses: 
modal s 



r o } e pi ays : 
repor t i ng 

acciaents 
aSKina for 
he 1 p 



vocaDulary: co hurt. pain, to swe i i , to Dieea. oiooa, to 
fali. lo oe careful, to cut, to ourn, to scab, to spiii. 
(:iangerc;us. chemicai, masK . gioves. needie. corrective acrion 

phrasal verbs: to fail cown . to fail out of coea), zo iooK 
out. to watch out. to compiain about ix,o have a compiaint;. 
to wrap up. to take action 

Re r I ex i ves: myself, yourself, himself, herseit. itseit. 
themse i ves . ourse i ves . yourse i ves 

rOPMS: patient, v i si t/comp 1 a i nt/act i on form 

Accident's with reflexives: 
He nurr h irnse I t . 
She cut her se 1 f . 

i hurt myself picking up the heavy box. 
They burned themselves on the hot trays. 
He staboed himself with a needle. 

Q/A 

How din he nurt himself? He hurt himself running. 
When did she cut nerselt? She cur. herseir yesterday. 
Ho'.-; did you hurt yourselves? We hurt ourse i ves carrying the 
heavy equ i pment . 



Acciaents ano in«uries: 

He nad an accident: in tne haliway, 

She is bleeding. 

fnere is olood on the sheet. 

His ankie is rea and swollen because he tei; aown . 
The coctor v;rapped up nis swollen ankie. 
He is complainina about the pain. 



Words of warning: 
E^e carefui!! That box is heavy. 
Look outf! That floor is st i 1 ! wet. 
Watch out!! That plate is hot. 

The tiles are wer. so be caretui v;here you walK. 
The cart is heavy, so be careful how you push it. 
i*ou should be wearing gloves. 

This is a dangerous chemical, so you should oe wearing a 
masK . 



The coffee is really hot, so don t spi i i any on Ycursf=^;r. 
Watch out for thaz needle! Don ' t stab yourselrl 



Roie plays with complaint form: 

--"This patient is complaining about 

--''What is the oest corrective action?' 



--'The patient complained about 

--"What action did you take?" 

--"We decided to ^ 

--"Who made the complaint?" 

'The patient in room #76 made the complaint. 
--"Who will have to do the work?" 
--"You will have r.o do the work," 



--"I think 



_ is the best corrective action." 
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Lesson: 12 

Lesson Objectives: 

Upon completion of this lesson students will be able to: 

1. Relay information concerning safety. 

2. Report a fire. 

3. Use gerunds in sentences. 

4. Use infinitives in sentences. 
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Lesson #12 



Vocabu 1 ary : 
safety 



verb tenses: 
rev i ew 

vbs. wi i nf . 



role piays: 
safety 

emergency sits. 



and gerunds 



Vocabulary: fire extinguishers, to extinguish, smoke • 
alarm, grease, electrical, to avoid, to 1 ike/disi ike . to 
en.joy, to inhale/exhale 

Phrasal verbs: to plug in, to unplug, to put on / turn on, 
to put off / turn off, to leave on, to put out cfire)» to 
keep calm, to breathe in 

With machinery / electrical units: 

i plug in the vacuum cleaner, and I unplug it when I'm aone. 
The lamp has been plugged in all day, 

I turn on the lights when I enter the room, ana when I leave 

I turn them off . 
We leave the air conditining on during the summer months. 
I had to put out the fire with the extinguisher. 
Pui 1 the f i re a 1 arm! 
Don^t inhale the smoke! 

Reporting a fire to the fire department: 

Hello, this is at St, Francis Medical 

Center. I am calling to report a fire. It is a paper/ 

grease/chemical/electrical fire. It is on the 

floor. Please come immediately. 

Reporting a fire to a supervisor: 

Helio, this is . I^m caiiing to report 

a fire. It is a fire. It is on the 

floor. Please come immediately, 

— Have you called the fire department? Have you pui led the 
fire alarm? 

Yes, I have; no, I haven'' t. 



--'There is a small /big fire on the floor." 

--"What kind of fire is it?" 

--"It is a fire." 

'-"OKay. Keep calm. We-'re on our way!" 

--"There is a fire in this room." 
--"Don^t oreathe in the smoke." 



Verbs with gerunds: 

prefer, enjoy, avoid, like, dislike, finish 
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We prefer working In the morning. 

I enjoy bringing the lunch trays, 

I avoid standing too close to the stove. 

They dislike taking the service elevator. 

After I finish working, I wi 1 1 punch out on the time clock. 



Verbs with infinitives: 
like, prefer 

She likes to use the new mops, 
I prefer to use the old mops. 
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COURSE OUTLINE 



BASIC ESL FOR DIETARY AND HOUSEKEEPING HOSPITAL STAFF 

Course aimed at teaching basic English skills needed for dietary 
and housekeeping staff to communicate with patients and staff. 



OBJECTIVES 

Upon completion of this course, students will be able to: 

o Exchange greetings with patients and staff 
o Identify days and dates 

o Identify objects and furniture found in a hospital room 
o Answer commands and requests from patients and staff 
o Supply basic information concerning ownership, identity, 
placement, number, problems, and time 



T OPICAL OUTLINE 

o Greetings 

o Calendar 

o What is it? 

o Whose is it and other questions 

o How much? /How many? 

o Commands and requests 

o What's wrong?/What happened? 

o Which? 

o When? 

o Irregular verbs 

o Questions : past , present , future 

o Ques t i ons : who , when , where , why 



OT HER 

o 24 hours 
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Lessons 

1 ♦ Greetings 

2. Calendar, What day is it? 

3. What is it? 

4. Whose is it? 
5^ Who is she? 

6. Where is it? 

7. How much/ How many? 
3 • Commands 

9, Requests 

10 What's wrong? What happened? 

1 1 . Which? 

12. V/hen? 

13. Introduction of 4 verb tenses 

14. Irregular past verbs 

15. Questions: past, present, future 
1C. Questions: Who, When, Where, Why 



Lesson: Greetings 



Lesson Objectives: 

Upon completion of this lesson students will be able to 

1. Greet patients and staff in English. 

2. Respond appropriately when greeted. 

3. Introduce people to each other • 

4. Say good-bye in English. 
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Greetings 
Good morning 
Good afternoon 
Good evening 
Hello 
Hi 



How are you? 
What's happening? 



Responses 
Good morning 
Good afternnon 
Good evening 
Hello 
Hi 



I*m fine thanks and you? 
Nothing much 



Introductions 

Joe, I'd like to introduce you to Frank 

Hello Frank, I'm pleased to meet you or (How do you do Frank?) 

Yes , it's nice to meet you, too or (It's a pleasure to meet you.) 

Kim, I'd like you to meet my friend Larry 
Larry, this is Kim an old friend from New York. 
Hi, Larry It's nice to meet you. 

Nice meeting you too, Kim or (it's nice to meet you too, Kim ) 

Oh, Dr. Smith, I'd like to introduce you to my friend, Sally Sanders 

Sally, this is Dr. Smith my English professor. 

How do you do, Sally? It's a pleasure to meet you. 

It's nice to meet you, too, Dr. Smith. 



When You Are Going To Leave 
Good-bye, nice to meet you 
Bye, Bye 
Bye 

See you (YA) 



Bye, nice to meet you too 
Bye, I'll see you later 
Bye, take care 
See you (YA) 
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Lesson: Calendar 

Lesson Objectives: 

Upon completion of this lesson students will be able to: 

1. Correctly identify the date. 

2. Correctly identify days of the week« 

3. Ask and answer questions concerning dates and days of the 
week. 
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1) Is New Year's Day on a Saturday this year? 

2) What is the date of New Year's Eve? 

3) What is the date of the first Thursday in January? 
A) What day of the week is the last day of the month? 
5) What day of the week is January. 25th? 



:::: 
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Todajf *is .January 16 • 199K ^ 

A) What do you call Jan. 15th? 

B) What do you call Jan. lAth? 

C) What do you call Jan. 17th? 

D) Wliat do you call Jan. 18th? 

E) What do you call Jan. 7-11? 

F) What do you call Jan. 12-13? 

G) What do you call Jan. 21-25? 
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Lesson: What is it? 

Lesson Objectives: 

Upon completion of this lesson students will be able to: 

1 . Correctly identify objects commonly encountered by 
dietary and housekeeping staff. 

2. Correctly make and respond to commands concerning common 
objects. 

3. Correctly make and respond to requests concerning common 
objects . 
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Wiat is it? 




Request 



It is a bed. 
It is a blanket 
It is a pillow. 
Itiey are sheets 




Make the bed! 
Get me another blanket 1 
Give me the pillow! 
Change the sheets! 



Could you please make the bed 

Please bring me another 
blanket. 

May I have the pillov/? 

Would you please change the 
sheets? 



It is a table. 

They are glasses 
of Coke. 



It is a lamp 
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Put the glasses on the table! 
Take the classes off the table. 



Turn on the light! 
Turn off the light! 
Plug in the lamp! 
Unplug the lamp! 



Please put the glasses on the 
table. 

Would you please cake the 
glasses off the table? 



Please turn on the light. 

Please turn the light off. 

Could you please plug in the 
lamp? 

Fl^iaGe uiiplug ti.c ^^.v'. 



liftiat is it? 




Request 



It is a watch. 
It is a clock. 



What time is it? 



It is a chair 



Sit downi 




It is a window. 
It is a shade. 
They are curtains. 



Open the window! 
Close the window! 




It is a garbage can. Ihrow it awayl 
It is a trash can. Ihrow it outl 



Excuse me, v^t time is it? 

Pardon me, could you tell roe 
v*iat time it is? 



Please have a seat. 




Please open the window. 

Would you mind closing the 
window? 



Please throw this away for me. 

Would you mind throwing this 
out for roe? 



What is it? 



Request 




It is a television. Turn on the T.V. ! 



It is a T.V.. 



Turn off the television! 



It is a fan. 



It is an air 
conditioner. 



m} ^ ^ 

^ ^ * 
a> o ® 




Turn on the fan! 
Turn the fan off I 
Turn up the air conditioner I 
Turn the air conditioner down! 



It is a telephone. Answer the phone) 



Q It is a phone, 

ERIC 



BEST COPY AVAILABLE 



Please turn on the T.V, . 

Would you mind turning off the 
television? 




Please turn on the fan. 



Would you mind turning the fa 
off? 

Please turn up the air 
conditioner. 

Could you please turn the 
air conditioner dov/n? 



Please answer the telephone. 



Lesson: Whose is it and other questions 

Lesson Obj-'Ctives: 

Upon completion of this lesson students will be able to 

1. Correctly answer questions beginning with "whose." 

2. Correctly answer questions concerning the identity 
person. 

3. Correctly answer questions beginning with "where." 



^8 



Whose is it? 



Whose is it? 

It is mine. 
It is yours. 
It is his. 
It is hers. 
It is ours. 
It is theirs. 

Whose cleaning supplies are these? 
They are mine. 
They are ours. 

Whose children are they? 
They are mine. 
They are hers. 

Whose job is it to clean the rooms? 
It is my job. 
It is our job. 

Whose supervisor is on vacation? 
His supervisor is on vacation. 
Their supervisor is on vacation. 



Whose book is it 

It is my book. 

It is your book. 

It is his book . 

It is her book. 

It is our book. 

It is their book 



Whose friend is in the hospital? 
My friend is in the hospital. 
Her friend is in the hospital. 



Who is she? 



She 


is 


my mother. 


She 


is 


his mother. 


She 


is 


my sister* 


She 


is 


Joe ' s sister. 


She 


is 


my cousin. 


She 


is 


Julie's cousin. 


She 


is 


my aunt. 


She 


is 


their aunt. 


She 


is 


my friend. 


She 


is 


our friend. 


She 


is 


my co-worker. 


She 


is 


her co-worker. 






What does she do? 








She 


is 


a housekeeper. 


She 


is 


a supervisor. 


She 


is 


a doctor. 


She 


is 


a nurse ' s aide. 


C V» i-k 


is 


a nurse. 












What is she doing now? 








She 


is 


clp.aning a room . 


She 


is 


telling me what 








do. 






She 


is 


seeing a patient . 









She is giving the patient 
She is giving out medication. a shower. 

What does she usually do? 

She cleans rooms. 
She sees patients. 
She gives out medication. 

GO 



She tells people what to 
do. 

She gives patients 
showers . 



where ? 



Place 1 

In 

On 

Near 

Next to 

Under 

Over • 

Between 

In front of 

Behind 

Here 

There 

Everywhere 

Nowhere 



Answer the Questions: 
1 ) Where is the box? 



2) 


Where 


do 


you 


usual ly sit? 


3) 


Where 


is 


the 


book? 


4) 


Where 


do 


you 


live? 



5) Where do you sleep? 



6) Where is the bathroom? 



Lesson: How much? /How many? 

Lesson Objectives: 

Upon completion of this lesson students will be able to: 

1. Correctly answer questions beginning with "how much" and 
"how many. " 

2. Use "much" and "many" appropriately. 
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How Much? 



How Many? 



How Much? 

none 

no 

some 

a little 
plenty of 
tons of 
too much 
not enough 
isn't any 
a lot of 



How Many? 
one , two . . . 
some 
a few 

a couple of 

several 

many 

plenty of 
tons of 
a million 
too many 
not enough 
aren ' t any 



use with 



coffee 



rain 



rice 



use with 
books 
people 
cars 



(not countable) 



( countable ) 
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How 
How 
How 
How 
How 
Ho;; 
How 



ice cubes are in this glass? 

ice do you think is on the road? 

coffee do you usually drink? 

cups of coffee do you usually drink? 

gallons of water do you drink in a week ? 

water is in the tub? 

ice cream do you want? ^ ^ 



• 



Lesson: Commands and requests 

Lesson Objectives: 

Upon completion of this lesson students will be able to 

1 . Make and respond to commands . 

2 . Make and respond to requests . 
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Commands 



Put 

Put it away. 
Put it back. 
Put it on the table. 

Give 

Give it to me. 
Give it back. 
Give him your pen. 

Take 

Take it away. 
Take it back. 

Take your feet off the table. 
Show 

Show it to me. 

Show him how to do it. 

Tell 

Tell me your name. 
Tell the baby a story. 

Get 

Get me a drink of water. 



Making Requests 



Excuse me, 

Please / 

V/ould you please 

May I have 

Could you please 

Would you mind (use with ing.) 

Commands = = = = = = === = = = = = = = = = = = = = = = =: = = = =:==: = = = = =: Requests 

Turn dowr your radio i Excuse me, please turn 



down your radio. 



I want the salt! 



Please pass the salt. 



Help me move this! 



Would you please help 
me move this. 



Give me a Coke i 



May I have a Coke, plea 



Answer the phone! 



Could you please answer 
the phone for me? 



Quit smoking in here! 



Would you mind smoking 
the hallway please. 



Responding to Requests 



( + ) 



(-) 

I *m sorry but . . . 
I wish I could but... 
I can * t because . . . 
Sorry, but I. . . 



Sure , Certainly, 



Of course 



I don't mind at all.. 




I'd be glad to . . . 



No problem. . . 



Lesson: What's wrong?/What happened? 

Lesson Objectives: 

Upon completion of this lesson students will be able to: 

1. Correctly ask questions about problems that might occur 
on the job, 

2. Correctly answer questions concerning problems thai might 
occur on the job. 
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what * s Wrong? 



What ' s wrong? 

1. The T.V. is broken. 

2. The toilet is clogged up. 

3. I don't feel well. 

What happened? 

1. The bucket spilled. 

2. The bathtub overflowed. 

3. The light burned out. 

Does it work? 

Yes it does. 

No it doesn't^ it needs to be fixed. 

Is it broken? 

Yes it is. 

No it isn't^ it works fine. 

Does it leak? 

Yes it does. 

No it doesn't. The plumber fixed the leak. 

Does the faucet drip? 
Yes it does. 

No it doesn't. The plumber fixed it. 



Lesson: Which? 



Lesson Objectives : 

Upon completion of this lesson students will be able 

1. Correctly ask questions beginning with "which," 

2. Correctly answer questions beginning with "which 
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Which 

Which one do you want? 
This one 
That one 

I don't want either one. 

Which book is yours? 
The red one is mine. 
Neither one is mine. 

Which way do I turn? 
Turn right 
^ Turn left 

'Which one is better? 
This one is better. 
That one is better. 

Neither one, they are both the same 
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Lesson: When? 



Lesson Objectives: 

Upon completion of this lesson students will be able to: 

1. Identify and use words which indicate the past tense. 

2. Identify and use words which indicate the present 
progressive and simple present. 

3. Identify and use words that indicate the future tense. 



VN^hen ? 



Time I 



Past : 

Yesterday 

Last week 

Two months ago 

A long time ago 

When I was a child 

Before 

Ten years ago 
This morning 
Five minutes ago 

Present : 



Present Progressive : 
Now 

At this moment 

I am in the process of 



Simple Present : 

Usually 

Always 

Never 

Every Sunday 
Most of the time 
Once a week 
Every year 



erJc 



Future: 
Tomorrow- 
Next waek 
In a little while 



A year from now 

After 
By 6:00 



Soon 
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Now 



Past — ^ Now ^"^ Future 

(Simple past tense) (Present progressive) (Future tense) 



Usually, Always 

( Simple present tense ) 
Habit 



PAST 
(ed) 



NOW 
( ing) 



USUALLY 



FUTURE 
(will) 



I walked 
You walked 

He walked 

She walked 

It walked 

v^e walked 



You (pi.) 

walked 

They walked 



* I am walking 

* You are 
walking 

* He is 
walking 

* She is 
walking 

* It is 
walking 

* We are 
walking 

* You (pi. ) 
are walking 

^ They are 
walking 



I walk 
You walk 

* He walks 



* It walks 



We walk 



You (pi.) 

walk 



I will walk 
You will walk 

He will walk 



* She walks She will walk 



It will walk 



We will walk 



You (pi. ) will 
walk 



They walk They will walk 



Irregular Verbs 
Present Past 



see 
do 

come 
go 

begin 

drink 

swim 

run 

break 

speak 

choose 

freeze 

drive 

ride 

wr i te 

take 

throw 

know 

grow 

bring 

fall 

buy 

put 

sit 

feel 

know 

think 



saw 

did 

came 

went 

began 

drank 

swam 

ran 

broke 

spoke 

chose 

froze 

drove 

rode 

wrote 

took 

threw 

knew 

grew 

brought 

fell 

bought 

put 

sat 

felt 

knew 

thought 



Present 

2) 
3) 
4) 
5) 
6) 
7) 
8) 
9) 
10) 

11 ) 

12) 
13) 
14) 
15) 



Past 
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Lesson: Irregular verbs 

Lesdon Objectives: 

Upon completion of this lesson students will be able tc. 

Correctly use irregular verbs. 
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Lesson: Questions: past, present, future 



Lf.?S5>on Objectives: 

Upon completion of this lesson students will be able to: 

1. Correctly form questions using the past, presen 
progressive, simple present, and future tense, 

2. Use tense correctly when responding to questions. 
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Questions: Past, Present Progressive, Simple Present, Future 



Past 

Did you ? Did you work yesterday? 

Yes, I did. Yes, I did. 

No, I didn't. No, I didn't. 

Yes, I ed. Yes, I worked yesterday. 

No, I didn't . No, I didn't work yesterday. 

Did he ? Did he clean the room yet? 

Yes, he did. Yes, he did. 

No, he didn't. No, he didn't. 

Yes, he ed . Yes, he already cleaned the room. 

No, he didn't . No, he didn't clean the room yet. 

Present Progressive 

Are you ing? Are you mopping the floor now? 

Yes, I am. Yes, I am. 

No, I'm not. No, I'm not. 

Yes, I am ing. Yes, I'm mopping the floor now. 

No, I'm not ing. No, I'm not mopping the floor now. 

Is he ing? Is he eating lunch now? 

Yes, he is. Yes, he is. 

No, he isn't. No he isn't. (No, he's not.) 

Yes, he is ing. Yes, he is eating lunch now. 

No, he isn't ing. Ni> , he isn't eating lunch now. 

Simple Present (usually, always) 

Do you ? Do you smoke? 

Yes, I do. Yes, I do. 

No, I don't No, I don't. 

Yes, I . Yes, I smoke. 

No, I don't . No, I don't smoke. 

Does he ? Does he work on the weekends? 

Yes, he does. Yes, he does. 

No, he doesn't No, he doesn't 

Yes, he s. Yes^ he works^ on the weekends. 

No, he doesn't . No, he doesn't work on the weekend 
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Future 

Will you ? Will you work for me on Saturday? 

Yes, I will. Yes, I will* 

IJo, 1 won't No, I won't. 

Yes, I'll . Yes, I'll work for you on Saturday. 

No, I won't . No, I won't work for you on Saturday 



Will he ? Will he fix the sink tomorrow? 

Yes, he will. Yes, he will. 

No, he won't. No, he won't. 

Yes, he'll . Yes, he'll fix the sink tomorrow. 

No, he won't • No, he won't fix the sink tomorrow. 



Did you talk to your supervisor yet? 



Does she usually eat in the cafeteria? 



Are you mopping the floor? 



Did he fix the leak in the shower? 



Do you play the piano? 



Are you working for Mary today? 



Is she cleaning the bathroom now? 



Do you show your I.D. to the security guard everyday? 



VJill she eat dinner with her family tonight? 



Is she talking to her friend? 



Does your father smoke cigars? 



Did you show your new car to Jack? 



VJill you help me? 



Lesson: Questions: who, when, where, why 

Lesson Objectives: 

Upon completion of this lesson students will be able to: 

Understand when to use who , when, where , and why in 
question formation. 
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who Person 
When Time 
Where Place 
Why Reason 

Write your own questions 

4) 

5) 
6) 



Who? 

1 ) Who made this mess? 

2) Who is responsible for this project? 

3) Who is your supervisor? 



When? 

1) When did you put the cake in the oven? 4) 

2) When does the bell ring? 5) 

3) When do we break for lunch? 6) 



Where? 

1 ) Where is Julio? 4 ) 

2) V^here .do you come from? 5) 

3) Where are you going? 6) 



Why? 

1) Why did s'he leave? 4) 

2) Why is the window open ^ 5) 

3) Why are the paychecks late? 6) 
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Appendix 



Evaluation 

Teacher will evaluate the following criteria: 



Employee 
Department. 



Pronunciation 



Frequent mispronunciations, 
cannot be understood 

Some mispronunciations leading 
to confusion, understood 
if attentive 

No serious mispronunciations, 
easily understood 



Fluency 

Minimal response to or amount 
of communication 

Shows effort beyond minimum 

Elaborates responses 

Grammar 

Very little control of 
structure taught, making 
comprehension difficult 

Control of simple structures, 

but makes errors which occasionally 

obscure meaning-~can correct self 

Controls most of the structures 
taught, but makes occasional errors 
that don^t obscure meaning--corrects 
self 



Initial 
Class 



Middle 
Class 



Final 
Class 



Dear Supervisor : 



recently completed a 



hour course in English in the Workplace. In order to evaluate our 
program and curriculum and to improve them, we would like feedback 
from you concerning the progress and/or improvement nf your 
employee. Thank you for your time. 

Did the course help the employee in the following areas: 



1. 

2 . 
3, 
4 . 
5. 

6 . 

7 . 
8. 
9 . 
10 
11 
12 
13 
14 



Yes No N/A Comments 



Understanding verbal instructions 
Asking for clarification 
Understanding wa^itten instructions 
Communicating in English 
Reporting accidents 
Understanding safety procedures 
Interacting with co-workers 
Receiving/understanding correction 
Receiving/understanding praise 
Self-conf idence 
Interest in work 
Pronunciation 

Understanding American culture 
Other 
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On a scale of 1 to 5, 1 being the lowest, please answer the following: 

1. Were you satisfied with the training your employee received? 

1 2 3 4 5 

2. was the training course valuable to your employee? 

1 2 3 4 5 

3. what recommendations you have for the next English in t!ip 
Workplace class? 



Thank you for your time and support. We have enjoyed working with you 
and your employees. 

Yours truly. 



Elaine Weinberg 
Director 

Workplace Skills Project 



student pre and post self -evaluation 
Supervisors ' assessment 
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